Direct Access Wednesday, April 09, 2008

How to reset your DA password.
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button.
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Home = PeopleTools > Maintain Security > Use > Forgot My Password New Window ;I

Forgot My Password

Ifyou have forgotten your passwaord, or your password has expired,
you can have a new password emailed to you.

Enter your User ID below. This will be used to find your profile, in order to authenticate you.

User ID: 1234567

Continug

Fig 2 - Enter your User ID and click
the Continue button.
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Home = PeapleTools = Maintain Security = Use = Forgot My Password

New Window ;I
Forget My Password
User ID: 1234567
Email ID: _your forgetful@uscg.mil :’

Flease answer the following question below for user validation

Question: What are the last 4 digits of your SSN?

Response: aeae

Email New Password

Fig 3 - Enter the last four (04) digits of
your Social Security Number and click the
Email New Password button

Note the email address in the Email ID

field. Your new temporary password will
be sent to this address.
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Forgot My Password

User Information

UserID: 1234567

Email 1D: your forgetful@uscg. mil :I

Please answer the following question below for user validation

Question: ‘What are the last 4 digits of your S8N?

Response: [onee

Email New Password |

Microsoft Internet Explorer

‘: Your answer to the question is correct. (48,294)

‘Your new password has been emailed to you. Please make sure you change it the next time you login,

|

Fig 4 - If you entered the correct number, this message will appear. Click
OK to dismiss it and close Internet Explorer. The email with your new
password will be sent. Check your email. If the message isn't in your
inbox, try checking your junk mail folder.
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From: PSOFT @hrsic,uscg.mil Sent: Thu 3/13/2008 3:35PM
Te:  your forgetful@uscg mil |
Ce:

Subject: User ID Password

Below is your new Direct-Access password. Direct-Access User IDs and passwords d
are case sensitive, be sure to enter your new password exactly as it is shown.

If you cannot logon with this new password, please e-mail Customer Care at PSC-
CustomerCarefuscg.mil or submit a Trouble Ticket using the web form at
http://www.uscg.mil/hg/psc/cch/. Always include your Employee ID when

contacting Customer Care.

Your new password is: 2U610AYN15

You should change this password as soon as you sign on. Select People Tools»

Maintain Security> Use> My Profile. Click Change Password. The Change password
page appears. HNote: Direct-Access passwords must be at least 8 characters
long, 2 of which must be numeric. In the Current Password edit box enter the

current password. In the New Password edit box enter the new password. In the
Confirm Password edit box, enter your new passwWword again. Click COE. You will
be returned to the profile page. Click the Save button at the bottom of the
screen.

Fig 5 - Follow the instructions in the email to log into Direct Access and change
your temporary password to something you'll be able to remember.

Tip: Copy your temporary password (click and drag the mouse over it then, right-click and
select "copy") and paste it (right-click in the password entry field of the logon page and
select "paste") when you return to Direct Access to logon.
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